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Create / Maintain Grievances

The Create/Maintain transactions are used to document an employee grievance. Grievance information
should be entered as instances occur so that the system is current.

Infotypes that currently exist for the employee accessed are identified by green check marks to the right of
the infotype descriptions.

An overview of the process contains some/all of the following steps:

The Employee identifies a violation of Policy/Procedure and discusses with management.

The Agency Representative/Management with the input from the Grievance Maintainer makes a
decision to deny or settle the issue.

The Agency Representative/Grievance Maintainer issues decision to the Employee.
The Grievance Maintainer enters the appropriate information into OSC HR/Payroll system.

The Employee receives Management decision on the grievance and decides whether or not to
continue.

The Agency Representative Grievance Maintainer monitors Grievance progress until required
submission to Mediation or Appeals Court.

The Mediation/Appeals Court issues the final decision/step in the Grievance process.

The Grievance Maintainer — closes grievances as appropriate and updates the Employee record in
the OSC HR/Payroll system.
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Create / Maintain Grievances

Maintain HR Master Data
O Dl @ L

<|=]i[&] =2
Object manager scenario: EMPLOYEE
e @1} Persan

« [H collective search help

g ['ﬁ'] Search Term

« [} Free search

Persannel no.

" Basic Personal Data I Payroll

¢ Benefits | Time

«" Addtl. Personal Data | P... [*[E

1. Enter the Personnel number in the Personnel no.

Infotype text

Actions

Organizational Assignment
Personal Data

Addresses

Planned Waorking Time
Basic Pay

Family Member/Dependents
1-9 Residence Status

Additional Personal Data

.. Period
|| (®Period
From
") Today
il

NN

Direct selection

Infotype

Maintain HR Master Data

O DT £

EIE ¥ | Personnel na.

Ohjec... || Mame
~ @ Pe| EEGroup A
- [ EESubgraup |81

- [H
- |

g00A1243

Jimmy Smithai
SPA Employees

FT M-FLSADT Perm

“JFrom curr.date
") To Current Date

") Current Period

To

D Curr.week

) Current month
T Last week

T Last month

T Current Year

Choose

field and click the Enter ﬁ button.

Fersd [4601) Cultural Resources
CostC 4627500000 GRAVEYARD OF TH..

Basic Personal Data |~ Payroll Benefits | Time 7 Addtl. Personal Data 7 f D=1
¥ Infotype texd 5. Feriod

Actions W ) Period
Organizational Assignment v Frarm Tn
Personal Data v ) Today CICurrweek
Addresses 4 DAl Sicurrent month
Planned Warking Time v OFrom curr.date “Lastweek
Basic Pay v To Current Date “iLast manth
Family MemberDependents I Current Period Tcurrent Year
-9 Residence Status W oa = Chopse |
Additional Persanal Data o -

Direct selection

Infotype 102 5Ty

2. Enter the Infotype and the Subtype (Sty).
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Create / Maintain Grievances

3. Click the Create E button.

Create Grievances NA (0102)
RS

= || =* | Personnel Mo |2E001243

- (H
" ) Grizvance data

Subtype 1

4 » || Reason a4

Grievance number

Date entered
Supenisar

Status

Time fram
Resolved at
Result

Estimated costs

4. Complete the following fields and click Enter.

e Start (date)

e Reason

Chjec... || EEGroup & SPA Employees
~ @0 Pe| EESubgroup (811 FT N-FLSAOT Perm
) H Start AG/AT20110 to

dimmy Emitho1

Perss [4601 Cultural Resources
Statu  Active

Grievance - 3 step no mediation

Date settled

Information

(1 The start date is when the Grievance process began. When records
are created, they are assigned a “Start Date”. Because the end
dates are not typically known, SAP automatically applies an end
date of 12/31/9999. Once the actual “End Date” is known, the
record is maintained (delimited) to apply the actual “End Date”.

You can use the matchcode to find the desired reason.
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Create / Maintain Grievances

Lock/unlock Shift+F12
Maintain text F9

Cancel F12
5. Click Edit > Maintain text on the toolbar at the top of the screen.

infotype Text

2R B M (B

Enter appropriate comments here |

6. Enter appropriate text in the Infotype Text box that is displayed. (Don’t forget to Save your
comments.)

(1 Click in the body of the text field and add the appropriate text.
Optional text could be Appealable to SPC and where filed. The
various application buttons above the text area will allow additional
text to be imported/pasted, etc.

Information
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Create / Maintain Grievances

Create Grievances NA (0102)

CREN
= ||=» | Personnel Mo 800081243 Name Jinmy SmitheT
Ohjec... || EEGroup A SPA Employees Persa (4601 Cultural Resources
- @ﬁlF’E EESubgroup | &1 FT M-FLSAOQT Perm Statu  Active
: H Start BEOTI2011)  to 12431799499 | @ |
: IIH Grievance data 4
Subtype 1 Grievance - 3 step no mediation I
4 v | Reason @4  DA- Dismissal I
Grievance number
Date entered PE/07 /2011 I
Superisar BOAE1283)  Jesusa Servais0i
Status I
Time from 500 Initial Filing I
Resolved at
Result Date settled I
Estimated costs usD I

Note that the screen now displays an icon indicating that there are comments attached to this
record.

7. Complete the following fields, then click Enter and Save.

e Date Entered
e  Supervisor

e Time from
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Create / Maintain Grievances

Create Monitoring of Tasks (0019)
H B &L

Personnel Mo (80001243

EEGraup &

Mame
SPA Emplovees

Jimmy Smitho1

Perss 4601 Cultural Resources

EESubgroup A1 FT M-FLSAOT Pertm Statu Active

Task

Tack Type [0 5 Days -

Date of Task BE/14/2011 Processing indicator Mew task -
Reminder

Reminder Date

Leadfollow-up time Far specific task type -

Comments

Follow up with Mr. Servais

8. Complete the following fields, then click Enter and Save.

e Task Type
e Date of Task
e Processing Indicator

¢ (Comments

NOTE: Create a Monitoring of task during each step as a reminder to maintain the IT0102. Use

dates from OSHR or OSHR Approved Agency Policy.
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Create / Maintain Grievances

Maintain HR Master Data
O7 ¢ DT 2

Personnel no.
[ame Jimmy Smith0l
EEGroup A SPA Employees Persd (4801 Cultural Resources
EESubgroup [R1 FT MN-FLSAQT Perm CostC |46273500000] GRAVEYARD OF TH..
Basic Personal Data | Payrol | Benefits | Time | Addtl. Personal Data | P... D=
Infotype text .. Period
Actions % =~ || (&) Period
Organizational Assignment Y From To
Personal Data L7 () Today ) Curr.week
Addresses L Al (") Current month
Planned Working Time L4 )From curr.date () Lest week
Basic Pay L4 (") To Current Date () Last month
Family Member/Dependents ()Current Period () Current Year
I-0 Residence Status > N |E Choose
Additional Personal Data W -
Direct selection
Infotype Grievances MA STw (1 Grievance - 3 step no mediati..
(1 The infotypes have been created but OSC recommends reviewing

Information ' PA20 to ensure accuracy.

9. Click the Back button.

1/2/14

NC OSC HR/Payroll Training Page 7 of 11



Create / Maintain Grievances

TO MAINTAIN THE GRIEVANCE:

SAP Easy Access
M & #HE 2 v a

v [ Favarites
= = SAP menu
v [ Office

v [ Cross-Application Components
v [ Logistics

v [ Accounting
b

b

b

C 1 Inforrmation Systems

Ll Toals

10. Type PA30 in the Command field and press Enter.

Maintain HR Master Data
17 Ddm 2

F|l=* | Personnel no. goee1243
Jbject..
r D Fe
- [H
< Basic Personal Data - Payroll Berefits Tirme Addtl. Personal Data ; D=
{ Infotype text S.. Feriod
Aetions ) Period
Organizational Assignment From To
Personal Data I Today TICurrweek
Addresses Al “Jcurrent manth
Planned Working Time “IFrom curr.date “iLastweek
Basic Pay “To Current Date “ILast manth
Family MembetDependents “iCurrent Period iCurrent Year
-9 Residence Status a |E| Choose
Additional Persanal Data -
Direct selection
Infotype 5Ty

11. Enter the Personnel no. in the Personnel no. field and click Enter.

Verify the employee displayed is the one with which you wish to maintain.
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Create / Maintain Grievances

7 .| Maintain HR Master Data
AN
= || = ¥ | Personnel no. 20001243
Ohject... || Mame dimmy Smithe
i @ﬁ’F‘E EEGroup & SPA Employees PerspA 4601 Cultural Resources
* (| eesubgroup [81]  FT N-FLSAOT Perm CostC 46275000008 GRAVEYARD OF TH..
- [H
< Basic Personal Data | Payroll Benefits Tirne Addtl. Personal Data f D=1
i) Infotype text 5. Period
Actions o “IPeriod
Organizational Assignment o From @1/01/1808 To 12143179999
Personal Data o I Today TICurrweek
Addresses L4 Al “icurrent ronth
Planned Warking Time W “'From curr.date “Ilastweek
Basic Pay v I Ta Current Date I Last manth
Family MemberDependents I Current Period T Current Year
-9 Residence Status v . = Choose
Additional Personal Data W -
Direct selection
Irfintyp e 102| 5Ty

Al

12. Select the All button.

13. Type 102 in the Infotype field.

4
. ] L
14. Click the Overview button
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Create / Maintain Grievances

List Grievances NA {0102)
0 O0&
| = » | Personnel Mo 80001243 Name Jimmy Smithid
Ohject. . || EEGraup & SPAEmplovees PerspA 4601 Cultural Resources
'@ﬁ'PE EESubgroup | &1 FT M-FLSAQT Perm Statu  Active
) % B choose B1401183880 1o 1243149999 STy .
Gti.. StartDate  |End Date F.. Name Description M
1 OB/M0TI2011 1203159999 04 Grievance - 3 step no mediati.. DA- Dismissal -
-
i

15. Highlight appropriate row.

16. Click the Copy [ button.

Copy Grievances NA (0102)

S 4
Persannel Mo 20001243 [ame Jimmy Smith0l
EEGroup iy SP& Employees Persd |4801) Cultural Resources
EESubgroup |21 FT MN-FLSADT Perm Statu  Active
Start 06/14/2011| to 12/31/953493

Grievance data

Subtype 1 Grievance - 3 step no mediation
Reason 04 DA - Dismissal

Grievance number 001

Date enterad

Supervisor

Status

Tirne from
Resolved at
Result Date settled

Estimated costs 5D

17. Enter the beginning date of the record in the Start field.
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Create / Maintain Grievances

18. Enter the appropriate selection in the Time from field.

Options for the Time from field:

Subtype 1 — Select appropriate step e 50-Initial Filing
e 51-1-Step 1
e 52-1-Step 2

e 53-1-Step 3

Subtype 2 — Select appropriate step e 50-Initial Filing
e 54-2-Mediation
e 55-2-Hearing

Time from for both Subtypes 1 and 2 e 56-FAD

e 57-OAH
e 58-SPC
e 59-Court

19. Enter the appropriate selection in the Resolved at field.

Options for the Resolved field:

Subtype 1 — Select appropriate step * 60-Step 1-1
e 61-Step 1-2
e 62-Step 1-3
e 63-Step 2-1
e 65-FAD

Subtype 2 — Select appropriate step e 63-Step 2-1
e 64-Step 2-2

e 65-FAD
Select appropriate (not resolved at any | ¢ 66-OAH/SPC
other step) e 67-Appeal to Court

20. Enter the appropriate selection in the Results field.
21. Enter the appropriate selection in the Estimated costs field.

22. Enter the appropriate selection in the Date Settled field, then Enter and Save

| i ) Repeat steps 9-21 for each step of the Grievance process.
Once the actual “End Date” is known, the record is maintained

Information (delimited) to apply the actual “End Date”.

23. Click Back. The infotypes have been created but we recommend reviewing via PA20 for accuracy.

ADDITIONAL RESOURCES

Webinars HR Conference Call / Webinar, January 18, 2011
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